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Candidate list

Advanced Search
Searching candidate based on qualifications

1. Goto candidate management



2. Click advanced search



3. On the screen the user will see all the available badges or search options to filter the
candidate, Here are the following filter that the users can use:

a. “Search for the candidate that is best suited for your team”
i. Select category
ii. Position

b. List of qualifications degree
i. Level /degree

c. Career and experience level
i. Career level
ii. Years of experience

d. Language proficiency
i. Languaged

e. People management
i. Number of direct reports
ii. Number of indirect reports

f. Shift
i. Select shift

g. What is the Monthly budget for this role?
i. Rate range from 1000 to up

h. Skills need for this role
i. List of skills



4. Click on each badge to open the drop down and select a value based on your
qualifications options.

.
5. Click on the badge again to enter your search criteria or click on the search button below
the screen.



Add Candidate
Creating new candidate profile
1. Goto Candidate management

2. Click add candidate



3. Fill up all the required fields

4. Click continue



5. Fill up the required fields in candidate profile





6. After the user fill up all the requireds fields click done





Schedule Interview

Schedule interview using Candidate List

1. Goto candidate list



2. Search the candidate in search box

3. Click the name of the candidate in table list under name column



4. Click Schedule interview

5. Fill up all the required fields

a. Description
b. Start date and time
c. End date and time
d. Participants
e. Client -  if the candidate is for client



6. Click save



Schedule interview using Advanced Search
1. Goto Advanced Search



2. Search the candidate by setting up all the available filter

3. Click the name of the candidate on the list of match



4. Click Schedule interview

5. Fill up all the required fields

a. Description
b. Start date and time
c. End date and time
d. Participants
e. Client -  if the candidate is for client



6. Click save



Job offer
Creating Jo contract for candidate

1. Goto Hr management



2. Select Interview & Job Offer list menus



3. Select Job offer tab

4. Select the name of the specific candidate/Applicant that you want to create JO contract



5. On Jo screen you can can edit the Basic Monthly Salary and the Start Date



6. Click VIEW PDF button to verify and to check the content of the contract

7. After checking the content of the contract you can now save the created JO by clicking
SAVE button



8. After the user save the created JO, On this part of the screen you can also see changes
indicator of successfully saved the created JO





Sending created JO
1. The user need to create JO for the specific candidate and save



2. After saving the created JO, click View pdf



3. Review first all the contract content then click send



4. This part of the screen will also update the content as indicator the created JO was sent

5. The candidate will receive a congratulation notification email


